TATE OF CALIFORNIA 77

ECORDS RETENTION.SCHEDULE
\PPROVAL REQUEST

7O, T2 EEY .79

Submit three coples with three noh.wmm of the
Records Retantlon Schedule, STD. 73.

(1} OEPARTRENT, BOARG O Onf!wmmxuz.

Corractions . = B 3

DIVISICN, BUAEAU CR OTHEA UNTT . . . -
INS: Preventive Maintenance Unit .

ADDRESS - : -
1515 S Street, Sactamento

raster

TO: DEPARTMENT OF GENERAL SERVICES
OFFICE OF INFORMATION SERVICES
- 1500 5th Street, Room 116
Sacramento, CA 25814 (or IMS C-38)

{916) 445-2294 or CALNET 485-2294

CHECK THE APPROPRIATE BOX:T aeomotr T )
@ E New schedule of recards that have never been scheduled. (Complete boxes.5- 8},

3 D Revising a previcus scheduls. {Compiets boxes 5= 12}
(A naw approval umber will ba assigned.)-. -

{4} D Amending some pages of & previous schedule. {Complete boxes 8 - 12}
{The original zpproval number will remain in effect.)

5. SCHEDULE NUMBER

v HUMBER OF PAGES

(5 SCREOULE DATE ®  CUBK FEES (Toml Scause:

NEW SCHEDULE .
INFORMATION 16830 - N . : Estimated
{If applicabia) March 1, 1997 3 30°

: b %1
CREVIOUS SCHEDULE | @ SoHeoutelel SR

INFORMATION
{If applicable)

{13y PAGE NUMBERIS) AEYISE.

116 ARPRUVAL NUMBER(S) . (11] APPROYAL DATE(S)

2ART |-- AGENCY STATEMENTS

As the .96.@&3 manager (or persen authorized ta sign for ihe program manager)

directly rasponsible for the raecords fisted on

.. - the attached scheduls, | certify that all records are fisted, that | have raviewed tha need for the records,(per Section 16171 of
the State Adminisirative Manual) that each Fetention period is necassary and Cormrect as scheduled, and (for a revised

LE FOR THE RECORCS

{14} THLE

scheaule) that all itg \WW pravious schedule have been zccountad for,
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nt Code 14753, approval of the atrzched Recards Astention Scheduls by the Department of
Ganeral Sarvices is heraby requestad. Retention periads have been sstzblished by this agency atter a caraful evaluation of

2il the factors fistad in Saction 1687 of.the State Administrative Manual - -

[ hereby ceartify that | 2am authorized to act on behaif of the hezd of this agency in maters pertaining to the retention and

disposal of records. (Per Section 161 1 of the State %Qﬂiﬁﬁ%m Manual.) 3
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G HLE R
Departmental Records Coordinator

(15) NAME (Printed o Tyac}
Kristins Estes

PART Il — DEPARTMENT OF GENERAL SERVICES APPROVAL (Per Government Code Saction 14755)
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323-4095 : ’ Q\N«\l 97
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m£aT il — ARCHIVAL SELECTION (Per Government Code Section 14755]

1HE ATTACHED RECORDS RETENTION SCHEDULES

: ﬂED Comtains no matarial subject to further review by the California State

Archives

A a]

_\Ooanmmﬂm rmatarial subject to archival review. rems stampead “HoldMNotify
! Archives” may nol be destroyed without clearzncs by the Secratary of
Stata. (Per Section 1614 of the State Administrative Manual .)
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State of Califormia

RECORDS RETENTION SCHEDULE

ST 13 (REV. 592)

See instructions on reverse

DEPARTMENT (1) SCHEDULE NUMBER (2) DATE (3)
Corrections 16830 March 1, 1997

ORGANIZATIONAIL UNIT

INS: Preventive Maintenance Unit

Page 1 of 3 Pagesw

DEPARTMENT OF GENERAL SERVICES APPROVAL

and ins AM i 600 ADDRESS  {mumber, streel, <ity) NOMBER 5
1515 S Street, Sacramento 97-107
ITEM CUBIC | CALIFORNIA M v

NUMBER | FEET STATE e i FRA

ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS

{Triple  space USE ONLY {Triple-space between items) H a &
between  items) a i | OFFICE | DEPT, SRC | TOTAL 1PA
3) © (10) | {1y (12) (13) (i) (15} (16) Q7n

16830-1



Stte of Califomia

RECORDS RETENTION SCHEDULE

S§TD. T3 (REV. 5-92)

See instructions on reverse

DEPARTMENT {1)

Corrections

SCHEDULE NUMBER (2)

16830

DATE ()
March 1, 1997

ORGANIZATIONAL UNIT

INS: Preventive Maintenance Unit

Page 2 of

3 Pages

and in SAM 1600 ADDRESS _ (aumber, sttedt, <ity) ﬁﬁﬁ‘é‘éﬁi‘%ﬂ OF GENERAL SERVICES APPROVAL
1515 S Street, Sacramento 97-107
ITEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d t RETENTION (Exempt) REMARKS
(Triple  space USEONLY {Triple-space between items) i a &
between  items) a 1 OFFICE | DEPT. SRC TOTAL IPA
7 (B (9 {10y | (1) (12) (13) (14) (15) (16} {17
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00208
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Administrative Records:
Copies of general administrative records such as
correspondence, supervisor employee files, budgets,
procurement, reports, etc., Originals are maintained
in Headquarters offices.

Institution Records
s Reports (Monthly/Quarterly)

¢  Program Reviews/Site Visits

¢  Transmittal (Routine) Correspondence

Program Development
Includes the development of alf regulations, legislation
and staff training necessary for program compliance.

3Y

A+3Y

3y

5Y

3Y

A+3Y

3Y

5Y

Retain for three ve

ars (office).

Retain as active until the review is
completed, then retain three years

{office).

Retain for three years (office).

Retain for five years (office).
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State of California

RECORDS RETENTION SCHEDULE

STD. 73 (REV. 5-92)

DEPARTMENT (1) SCHEDULE NUMBER () DATE 3
Corrections 16830 March 1, 1997
ORGANIZATIONAL UNIT
See instructions on reverse INS: Preventive Maintenance Unit Page 3 of 3 Pagesw
: ADDRESS {oumbot, strect, city) DEPARTMENT OF GENERAL SERVICES APPROVAL
and in SAM 1600 et NUMEER (5)
1515 S Street, Sacramento 97-107
TTEM CUBIC | CALIFORNIA M v
NUMBER | FEET STATE e i PRA
ARCHIVES TITLE AND DESCRIPTION OF RECORDS d |t RETENTION (Exempt) REMARKS
(Triple  apace USE ONLY (Triple-space between iterns) i a &
between  items) & 1 OFFICE DEPT. SRC TOTAL PA
o) N ® ©) e i 41 an (13} a4 (15} 18 an
0040 Standard Automation Preventive E A+5Y A+S5Y Retain as active until downloaded, then

Maintenance System (SAPMS)
Generates reports, work orders, correct records,
schedules staff and maintains labor management
records.

retain five years, NOTE: Backups
will be available through the Infor-
mation Systems Branch.
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